Transmitting MTCS Data

3. SprintMail Data Transmission

PC SprintMail (version 2.1) for DOS is a software package that enables you to connect
your personal computer to the SprintMail Host. The SprintMail Host is a computer-based
electronic messaging information distribution service.

This software package is the communication link between the MTCS Database and users
that wish to electronically transmit Form HUD-50058 tenant data filesto the MTCS
Database. The MTCS Database acknowledges the receipt of transmissions and relays any
errors encountered in processing through SprintMail.

A free copy of PC SprintMail can be obtained from the MTCS Hotline at 1-800-FON-
MTCS (1-800-366-6827).

3.1 SprintMail and MTCS

Usina PC SorintMail Host receives MTCS Database
SorintMaill and stores: retrieves HA submitted
softwa_rg. Housina 1) HA submitted tenant tenqnt da_ta from the
Authorities send SorintMail Host. checks
data for the MTCS

tenant data and the data. and sends

. Database. and
retrieve MTCS reports to the
reports to/from the 2) MTCS reports for SorintMail Host for HA
SorintMail Host HAs retrieval

Because tenant data must be organized in a particular format prior to being submitted,
HUD also distributes the Family Reporting Software (FRS) free of charge through the
MTCS Web site. PC SprintMail, along with either the FRS or vendor-supplied software,
can be used to electronically transmit tenant datato HUD.

Using FRS automates the tenant data transmission and report retrieval process when
using SprintMail as a transmission method. Throughout this guide, any stepsthat are
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either automatically performed by the FRS or require additional explanation with respect
to the FRS are proceeded by the following FRS icon:

Refer to the FRSUser Guide or the FRS online Help menu for additional information
about FRS system functionality. The FRS can be downloaded, free of charge, from the
following HUD World Wide Web (www) page:

http://www.hud.gov/pih/systems/mtcs/pihmtcs.html

3.2 System Requirements
PC SprintMail has the following minimum hardware and software requirements:

Hardware:

Computer: PC SprintMail requires an IBM or IBM compatible computer, with a
minimum of a 386 processor connected to a telephone line.

Monitor: The monitor may be monochrome or color and you can use a CGA,
VGA, EGA or monochrome display adapter.

Hard Drive: Y our computer must have a minimum of 400K bytes of available
RAM. Approximately 2.5 megabytes of free space on the hard driveis
required to install the PC SprintMail program. Note: The SprintMail
program is availableon 3%%" or 5 %4’ diskettes.

Modem: Y ou may use either an internal or externa modem. PC SprintMail is
pre-configured for a Hayes Smartmodem (or compatible). If you have
adifferent type of modem, you must indicate this when you configure
PC SprintMail.

Printer: The printer must be able to print at least 80 characters per line and
must have aform feed feature to start new pages. Although PC
SprintMail is pre-configured for a parallél printer interface (LPT1,
LPT2, or LPT3), you can reconfigure your system to use a serial
printer.

Software:
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Operating To use PC SprintMail, your computer must have PC-DOS or MS-DOS
System: version 2.1 or higher.

If you cannot readily determine whether your personal computer meets these minimum
requirements, please contact your agency’s PC Support Staff or the MTCS Hotline for
assistance at 1-800-FON-MTCS (1-800-366-6827), Monday - Friday, between 8 am. and
4:30 p.m. Centra time.

If you are planning to install PC SprintMail on aLocal Area Network (LAN), please
contact your LAN Administrator for assistance. LANS supported by PC SprintMail are:
Asynchronous, 3COM/XNSBAPI, Ungermann-Bass, Eicon x.25, Novell NCSI/NASI,
Banyan INT 14h, and BIOSINT 14h.

T

The FRS should beinstalled and set up after PC SprintMail has been installed and
set up. Additionally, the FRS requires Windows 3.1 or higher and at least 20 MB hard
disk space to operate. Lastly, the FRSis not designed for LAN use, and should only be
installed on an individual, desktop computer.

3.3 Installation of PC SprintMail, version 2.1

PC SprintMail, version 2.1, for DOS isinstalled from four diskettes. Separate steps are
shown to install PC SprintMail on computers with DOS, Windows 3.1, and Windows 95.

3.3.1 Installation of PC SprintMail for computers with DOS

1. Insert the PC SprintMail Install Diskette (disk one) into the diskette drive (either “A”
or “B” depending on your computer).

2. Goto aDOS menu prompt.

3. Atthe C:\ prompt, type A: or B: (depending on which drive is your computer’s
diskette drive) and press the <ENTER> key.

4. If you have a color monitor, typeinstall at the A: or B: prompt (depending on which
driveisyour computer’ s diskette drive), and press the <ENTER> key.

or

If you have a monochrome monitor, type install/m at the A: or B: prompt (depending
on which drive is your computer’ s diskette drive), and press the <ENTER> key.

5. After abrief copyright statement, the Softwar e I nstallation Path window appears.
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SOFTWARE INSTALLATICH FPATH

Drive:

<
Path:

SPRMLIL
[Approximately 2,257,408 hytes of disk space are reguired)

Fil=Help Fz=Continue Fil0=Exit

Figure 20: Software Installation Path Window

Note: The default directory created by PC SprintMail is C:\SPRMAIL, and the program
and data files are installed under this directory. If you want to install PC SprintMail on
another drive or under another existing directory name, type over the displayed
information on the screen.

6. Pressthe <F2> key. Installation begins, and an information box displays the diskette
drive and file name of each new file being copied from the diskette to your computer’s
hard drive.

Note: When the next diskette is required, the computer prompts the removal of the
diskette from the drive and requests the next diskette to be inserted into the diskette drive.

7. After the next disk isinserted, press the <F2> key or the <ENTER> key to continue
installation. Repeat this process until all files are copied from all four diskettes. A
short message indicates that installation is complete after disk four.

Installation of PC SprintMail for DOS for computerswith DOS

Actions Results

Placedisk 1in A:\ or B:\ drive. PC SprintMail for DOS is installed on your
Type A: or B: a DOS prompt and press computer with DOS.

the <ENTER> key.

Type A:\install or B:\install for color
monitors, or type A:\install/m or
B:\install/m for monochrome monitors.
Press the <ENTER> key

Press the <F2> key at the Software
Installation Path window.

Continue to swap disks and press either the
<ENTER> key or <F2> when prompted.
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3.3.2 Installation of PC SprintMail for computers with Windows 3.1

1. Insert the PC SprintMail Install Diskette (disk one) into the diskette drive (either “A”
or “B” depending on your computer).

Program Manager [ =

File Options Window Help

+
. . L
EE ads EE
AFm AFE 4¥a

Figure 21: Program Manger

2. From the Program Manager window, double-click the Main icon. TheMain
window appears.

Control Panel — M5-D0S ﬁ& F'nntManager SetPassword

Calculator
Prompt
! I & ¥
& I B .
Motepad Cardfile Clack Calendar Clipboard Paintbrush Recorder

Wiewer

Figure22: Main Window

3. Double-click the File Manager icon. The File Manager window appears.

File Manager
[5|[W Disk Tree Yiew DOptions WinZip Window Help

Open Enter [oF n -
Move... F? &
Copy... F8 - =
Delete... Del
Rename... j
Associate...
Create Directory... >
Search... -
Exit

7N 31

06/10/99



Transmitting MTCS Data

Figure 23: File Manager Window-File/Run Selection

4. From the File dropdown menu, select Run. The Run window appears.

Current Directory: C:\ | 0K

1

Command Line: '
| Atinstall
L[] RBun Minimized Help |

Figure24: Run Window

5. If your computer has a color monitor, type A:\install or B:\install (depending on
which driveis your computer’s diskette drive) into the Command Line field, and click

the OK button.
or

If your computer has a monochrome monitor, type A:\install/m or B:\install/m
(depending on which drive is your computer’ s diskette drive) into the Command Line
field, and click the OK button.

6. After abrief copyright statement, the Softwar e I nstallation Path window appears.

SOFTWARE INSTALLATICH FPATH

Drive:

<
Path:

SPRMALIL

[Approximately 2,257,408 hytes of disk space are reguired)

Fil=Help Fz=Continue Fil0=Exit

Figure 25: Software Installation Path Window

Note: The default directory created by PC SprintMail is C:\SPRMAIL, and the program
and data files are installed under this directory. If you want to install PC SprintMail on
another drive or under another existing directory name, type over the displayed
information on the screen.
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7. Pressthe <F2> key. Aninformation box displays the diskette drive and file name of
each new file being copied from the diskette to your computer’s hard drive. The box
also displays the percentage of filesinstalled.

Note: When the next diskette is required, the computer prompts the removal of the
diskette from the drive and requests the next diskette to be inserted into the diskette drive.

8. After the next disk isinserted, press the <F2> key or the <ENTER> key to continue
installation. Repeat this process until all files are copied from all four diskettes. A
short message indicates that installation is complete after disk four.

Installation of PC SprintMail for DOS for computers with Windows 3.1

Actions Results
Placedisk 1in A:\ or B:\ drive. PC SprintMail for DOS is installed on your
From the Program Manager window, computer with Windows 3.1.

double-click the Main icon.
Double-click the File Manager icon.
From the File dropdown menu, select
Run.

Type A:\install or B:\install for color
monitors, or type A:\install/m or
B:\install/m for monochrome monitors.
Click the OK button.

Press the <F2> key at the Software
Installation Path window.

Continue to swap disks and press either the
<ENTER> key or <F2> key when
prompted.

3.3.3 Installation of PC SprintMail for computers with Windows 95

1. Insert the PC SprintMail Install Diskette (disk one) into the diskette drive (either “A”
or “B” depending on your computer).

2. Click the Start button, and select Run. The Run window appears.
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Run |

Type the name of a program, folder, or document, and
Windaws will aper it Far pau.

Oper: I Adinstall j

k. I Cancel | Browsze. .. |

Figure 26: Run Window

3. If your computer has a color monitor, type A:\install or B:\install (depending on
which drive is your computer’ s diskette drive) into the Open field, and click the OK
button.

or
If your computer has a monochrome monitor, type A:\install/m or B:\install/m
(depending on which drive is your computer’ s diskette drive) into the Open field, and
click the OK button.

4. After abrief copyright statement, the Softwar e I nstallation Path window appears.

SOFTWARE INSTALLATICH FPATH

Drive:

<
Path:

SPRMLIL
[Approximately 2,257,408 hytes of disk space are reguired)

Fil=Help Fz=Continue Fil0=Exit

Figure 27: Software Installation Path Window

Note: The default directory created by PC SprintMail is C:\SPRMAIL, and the program
and data files are installed under this directory. If you want to install PC SprintMail on
another drive or under another existing directory name, type over the displayed
information on the screen.

5. Pressthe <F2> key. Aninformation box displays the diskette drive and file name of
each new file being copied from the diskette to your computer’s hard drive. The box
also displays the percentage of filesinstalled.
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Note: When the next diskette is required, the computer prompts the removal of the
diskette from the drive and requests the next diskette to be inserted into the diskette drive.

6. After the next disk isinserted, press the <F2> key or the <ENTER> key to continue
installation. Repeat this process until all files are copied from all four diskettes. A
short message indicates that installation is complete after disk four.

Installation of PC SprintMail for DOS for computers with Windows 95

Actions

Results

Placedisk 1in A:\ or B:\ drive.

Click the Start button and select Run.
Type A:\install or B:\install for color
monitors, or type A:\install/m or
B:\install/m for monochrome monitors.
Click the OK button.

Press the <F2> key at the Software
Installation Path window.

Continue to swap disks and press either the
<ENTER> key or <F2> key when
prompted.

PC SprintMail for DOS is installed on your
computer with Windows 95.

3.4 Prepare PC SprintMail to Send Data

The first time you start PC SprintMail after installation, provide the necessary
configuration (user name, password, mail address, access number, modem and printer
specifics, 800 Wats Access Area Code) and registration information. Enter this
information into the SprintMail Information and Registration I nfor mation windows,
which appear the first time that the system is started.

3.4.1 Startup

1. If using a computer with only DOS, at the C:\ prompt, type SM and press the
<ENTER> key. The Configuration Menu appears on top of the PC SprintMail

Main Menu.

or

If using a computer with Windows 3.1 or Windows 95, double-click the SprintM ail

sl icon. The Configuration Menu appears on top of the PC SprintMail Main

Menu.
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CONFIGCURATION MENIT

[F1] Helpn
[FZ] Hardware Information

SprintMail Information
[F4] Other Systems Information
[FE] Modem Information
[F&] TUser Preferences
[F?] BprimtMail Post Information
[F&] Diagnostics
[F1O] Exit to Prewious HMenu

Figure 28: Configuration Menu-SprintMail I nformation Selection

Note: The Configuration Menu will only appear on top of the PC SprintMail Main
Menu the first time that PC SprintMail is started because it is necessary to configure PC
SprintMail prior to using it.

2. Pressthe <F3> key. The SprintMail Information window appears.

L INFORMATION

Commiric

laneous Information>

g rﬁﬂ*l
Line EEE0 Milliseconds

mmatid Prom EieE: A

FEPMIT ASCII
s\ FILENAME ONLY

F10=Exit to Prewious Menu

Figure 29: SprintMail Information Window

Note: SprintMail automatically fillsin some of the SprintMail Information window
fields. Check all of the fieldsto make surethat they are correct for your computer,
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modem, and printer, especially the Baud Rate and Communications Port. It may be
necessary to refer to your modem or printer user manuals for specific information related
to the modem or printer connected to your computer. New information entry is required
for the following fields:

User name
Enter your new Password (includes the re-entering of your password)

Mail Address
Access Number

800 Wats Access Area Code (only necessary if dialing from a Wats line or into the
SprintMail Wats line (1-800-546-2500)

3. Typeyour Public Housing Agency’s (HA) five-digit code into the User name field and
pressthe <ENTER> key. The cursor movesto the next field. (The HA Codeisa
five-digit code, beginning with the two-digit state abbreviation; i.e., VA for Virginia,
and the three-digit number for your HA; i.e., 001.)

4. Type MTCS into the Enter your new Password field, and press the <ENTER> key.
The cursor remainsin this field, and the field name changes to the Re-Enter your new
password field.

5. Type MTCS into the Re-Enter your new Password field, and press the <ENTER>
key. The cursor movesto the Mail Addressfield.

Note: MTCSisthe default initial password for PC SprintMail on your computer. This
password is requested the first time you contact the SprintMail Host. Refer to the
Contact the SprintMail Host and Set a Host Password part of the Send Data to MTCS
section of this guide for additional password information.

6. TypeC FTSMAIL ,HUD.MTCS.F87,F87AAA into the Mail Addressfield, and press
the <ENTER> key. The cursor moves to the Access Number field.

Note: Thereis only one space in the address, between the first “C” and the first “F.”
Additionally, be sure to enter two commas and two periods as shown in step six. Be sure
to typethe addressin ALL CAPITAL LETTERS.

7. Type the access number into the Access Number field. (To obtain afreelocal access
number, call either SprintMail at 1-800-877-5045 or the MTCS Hotline at 1-800-366-
6827 and request an ACCESS NUMBER FOR A PUBLIC DATA NETWORK. The
number 1-800-546-2500 can be used if afree loca access number is not available for
your area. However, acharge is assessed for the use of this number.) If your
telephone system requires an asterisk “*” or a“9” before dialing out, include it
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followed by a comma before the access number in the access number field. Pressthe
<ENTER> key.

Only enter information into the 800 Wats Access Area Code field if calling from a
Wats line or accessing the SprintMail Wats line (1-800-546-2500). L eave thisfield
blank if you are using a freelocal access number to contact the SprintMail Host.

8. If using aWats line for access, select the 800 Wats Access Area Code field and type
your area code, followed by a comma, followed by the first three digits of your
telephone number.

Note: If your area has recently changed its area code, it may be necessary to enter the old
area code into the 800 Wats Access Area Code field.

9. Theremaining fields of the SprintMail Information window will display information.
Review these remaining fields in the SprintMail I nfor mation window to ensure that
each field accurately reflects what is required by your computer, modem, and printer.

SPRINTMATL INFORMATION

Enter iyour nemw
C FTSMATL HUD MTCS_F37 , F27add
S 1-200-E545-2500

“Commanications Information=

llaneous Information=
~@

S0 Milliseconds

S EEPMIT ASCIT
S 703,264
- FILENAME ONLY

Fl=Help FZ=Logon Script FE=Altc-F Fey=s Fd=EBoards FlO=Exit to Prewvious Menu
Maltiple choice field, Use [SPACE BAR] or lst letter of desired selection

Figure 30: SprintMail Information Window

10. Once the required data is entered into the SprintMail 1 nfor mation window, press the
<F10> key. The SprintMail information is saved, and a registration message appears.

11. Press any key on your keyboard. The Registration I nformation window appears.
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PC EZPRINTMAIL Z.1 BEGISTRATION INFORMATION

First HName: By

o Azzistand
e City of Grafion HA
—E EEE West St

'C SprintMail Notices 7

PC INFOPMATION

Computer Type: RERCasl)gguN
If using a LAN, please enter LAN Name:

o Continue

Figure 31: PC SprintMail Information Window

12. Enter contact and persona computer (PC) information into the fields of the
Registration Information window, then pressthe F2 key. (The information entered
into this window is sent to SprintMail with the first transmission.) The Enter your
Password window appears.

PC SPERINTHMATL WERSION =.1

Enter your Password: BRI

Fl0=Exit to D03

Figure 32: Enter your Password Window

13. Enter MTCS into the Enter your Password field, and press the <ENTER> key. The
PC SprintMail Main Menu appears. (The password is not readable while being
entered.)
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FC S3FPRINTHMAIL MATIN HMENT

[F1]
[Fz]
[F3]

[F3]
[Fe]
[F7]
[F&]
[F=]
[F10]

Help
Connect to SprintMail
Connect to Ocher Svstems

Compose Messages
Electronic Filing 2vystem
Status Log

Word Processor

Ttilities

Configuration

Exit to Operating SysStem

Figure33: PC SprintMail Main Menu-Compose M essages Selection

Prepare PC SprintMail to Send Data

Actions

Results

or
icon.

Press the <F3> key.

I nformation window.

Press the <F10> key.

fields.
Press the <F2> key.

If using a computer with DOS, type SM
and press the <KENTER> key.

If using a computer with Windows 3.1
Windows 95, double-click the SprintMail

Complete the fields of the SprintMail

Press any key on your keyboard.
Complete contact and personal information

Enter MTCS into the Password window,
and press the <KENTER> key.

PC SprintMail is prepared to send data.

3.4.2 Address Book Setup

The address book allows you to store frequently used recipient addresses. Perform the
following stepsto store the MTCS address:

1. Fromthe PC SprintMail Main Menu, press the <F4> key. The Compose M essages

M enu appears.
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COMPOSE MESSAGES MEMD

[F1] Help

[FZ£] EBprintMail Me==sage

[F3] &printMail Post Messzage
[F4] Preaddressed Form

Address Book Maintenance
[F1O0] Exit to Prewious Menmu

Figure 34: Compose M essages M enu-Address Book M aintenance Selection

2. From the Compose M essages M enu, press the <F5> key. A Notice appears stating
that no addresses are in the address book.

** W OTTICE **
No Addresseeses in Address Book. - Entering bdd Mode.
Pres=s any key to continue.

Figure 35. Notice Window

Note: Once at least one address is entered into the Address Book, the Addr ess Book

M aintenance Menu appears after pressing the <F5> key from the Compose M essages
Menu.

3. Pressany key on your keyboard. The Address Book (Address Entry) window
appears.
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ADDRESS EBOOE (ADDRESS EMNTEY)

Hicknane: rhone taber: [

Electronic Mail Address

MTCS _NC2 (REC)

Postal Address

F4=Print FE=Teuplates FlO0=Exit

Figure 36: AddressBook (Address Entry) Window
4. Type MTCS into the Nickname field

5. Type MTCS.NCS(REC) into the Electronic Mail Address field.

Note: Theinclusion of (REC) after the electronic mail address, as shown above, notifies
SprintMail that areceipt is requested for transmissions. The receipt lets you know that the
SprintMail Host delivered the submitted tenant datato HUD. (It does not tell you that
HUD processed or approved the data.) After checking the submitted data for errors, the
MTCS database creates reports that must be retrieved into your PC SprintMail Inbox
(these reports are separate from the SprintMail receipt) after checking the submitted data
for errors. If you do not want to receive areceipt from SprintMail, enter MTCS.NCS
instead of MTCS.NCS(REC).

6. Pressthe <F2> key, and the MTCS address is saved.

7. Pressthe <F10> key, and the Address Book (Address Entry) window closes. The
Address Book Maintenance window appears with the newly created MTCS address
is displayed.
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Nickname

MTCE MTCS_NCS (REC)

rt. Addre Fd4=FPrint FE=

Figure 37: Address Book Maintenance Window

8. Pressthe <F10> key again, and the Address Book M aintenance window closes. The
Compose M essages M enu appears.

COMPOSE MESSAGES MENTT

[F1] Help

[FZ] SprintMail Messzage

[F2] SprintMail Post Message
[F4] Preaddressed Form

[FE] Address Book Maintehnance

[F10] Exit to Prewious HMenu

Figure 38: Compose M essages M enu-Exit to Previous Menu Selection

9. Pressthe <F10> key again, and the Compose M essages Menu closes. The PC
SprintMail Main Menu returns.
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PC SPRINTMATL MATIN MENTT

[FZ] Cormmect to SprintMail
[F2] Comnect to Obher Systems
[F4] Compose Messages

[F£] Electronic Filing System
[F&] Status Log

[F7] Word Processor

[F2] Ttilities

[F3] Configuration

[F10] Exit to Operating Syvstem

Figure 39: PC SprintMail Main Menu

Address Book Setup

Actions Results

From the PC SprintMail Main Menu, press | The MTCS address is entered into PC SprintMail.
the <F4> key.

From the Compose Message Menu, press
the <F5> key.

Press any key on your keyboard.

Type MTCS into the Nickname field.
Type MTCS.NCS(REC) into the
Electronic Mail Address field.

Press the <F2> key.

Press the <F10> key, three times.
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3.5 Send Datato MTCS -

Before tenant data can be sent for the first time, the SprintMail Host must be contacted, a
password with the SprintMail Host must be set, and the default password (MTCS) must
be changed within the PC SprintMail software on your computer so that it is the same
password as the newly created SprintMail Host password. Once the PC SprintMail and
SprintMail Host passwords are set to be the same, the SprintMail Host must be contacted
again to submit tenant data.

T

The password used for PC SprintMail and the SprintMail Host must be entered in
the Data Transmission portion of the FRS. Refer to the FRS User Guide for additiona
information.

3.5.1 Contact the SprintMail Host and set a SprintMail Host password

FC SPRINTMAIL MATIN MENT

[F1] Heln

Connect to SprintMail
[F3] Connect to Other 3ysStems
[F4] Compose Messages
[F5] Electronic Filing 3ystem
[F&] Status Log
[F?] Word Processor
[FE] Utcilities
[F9] Configuration
[F10] Exit to Operating System

Figure40: PC SprintMail Main Menu-Connect to SprintMail Selection

1. Fromthe PC SprintMail Main Menu, press the <F2> key. The Connect To
SprintMail Menu appears.
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CONMNECT T 3PREINTHMAIL MENT

[F1] Help

[FZ2] Interactiwve

[F3] Auto Send Now
[F4] Auto Eeceiwve Now

Auto Send and Receiwve Now
[Fa] Auto Send Later
[F?7] Auto Receiwve Later
[FG] Auto Z3end and Receiwve Later
[F10] E=xit to Prewiouz Menu

Figure4l: Connect To SprintMail Menu-Auto Send and Receive Now Selection

2. From the Connect To SprintMail Menu, press the <F5> key. Y our computer dials
into the SprintMail Host.

Note: The first time you access the SprintMail Host, you receive a message that indicates
your current password has expired and you must changeit.

3. Typeyour current password, MTCS, into the Please Enter Your CURRENT
Password field. The Please Enter Your NEW Passwor d window appears.

4. Typeanew password into the Please Enter Your NEW Password field, and press the
<ENTER> key.

Note: The new password must be six to eight characters long with the following format:

first character must be aletter (a, b, c, etc.)
one of the characters, EXCEPT THE FIRST CHARACTER, must be a specia
character (I, @, #, $, %, ©, &, or *) or anumber (1, 2, 3, etc.)

Sample passwords. A#BCDEFG
XYZST4
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5. Re-type the same new password into the Please Re-enter Your NEW Password field.
Pressthe <ENTER> key. The SprintMail Host retrieves your registration
information, saves your new password information, and disconnects. The PC
SprintMail Main Menu returns.

Note: The password at the SprintMail Host never needs to be changed. If, however, you
decide to change the SprintMail Host password, the PC SprintMail password must also be
changed to match the SprintMail Host password. See the Maintain and Troubleshoot
section of this guide to change the SprintMail Host password.

Contact the SprintMail Host and set a SprintMail Host password

Actions Results
From the PC SprintMail Main Menu, The SprintMail Host password is set.
press the <F2> key.

Press the <F5> key.

Type MTCS into the Please Enter Y our
CURRENT Password field.

Type anew password into the Please
Enter Your NEW password field, and
pressthe <ENTER> key.

Re-type the same new password into the
Please Re-enter Y our NEW Password
field, and pressthe <ENTER> key.

3.5.2 Change the default password in PC SprintMail to match the
SprintMail Host password

Because the password stored on your computer for PC SprintMail must be the same as
the password that you gave to the SprintMail Host, you must change the password in PC
SprintMail and re-connect to the SprintMail Host to send data and/or retrieve reports.
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FC SPRINTMAIL MATIN MENT

[F1] Heln

[FZ] Connect to SprintMail
[F3] Connect to Other Systems
[F4] Compose Messages

[F5] Electronic Filing Svystem
[FB] Status Log

[F?] Word Processor

[FE] Utilities

Configquration
[F10] E=xit to Operating System

Figure42: PC SprintMail Main Menu-Configuration Selection

1. Fromthe PC SprintMail Main Menu, press the <F9> key. The Configuration
Menu appears.

CONF IGURATION MENT

[F1] Help
[F2] Hardware Information

SprintMail Information
[F4] ©Other S3ystems Information
[F5] HModem Information
[F&] User Preferences
[F7] SprintMail Post Information
[F&] Diagnostics
[F10] E=xit to Prewvious Menu

Figure 43: Configuration Menu-SprintMail Information Selection

2. From the Configuration Menu, pressthe <F3> key. The SprintMail Information
window appears.
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C FTSMATL HUD MTCS_F37 , F27add
== 1-800-545-2500

mmatiications Information=

Communications Dewi

= Imformation=

0 Milliseconds
+ EEPMIT ASCII
S 703,254

s FILEMNAME ONLY

i ; FlO0=Exit to Prewvious Menu
Maltiple choice field, Use [SPACE BAR] or lst letter of desired selection

Figure44: SprintMail Information Window

3. Select the Enter your new Password field and type your new password (the same as
the newly created SprintMail Host password; i.e., A#BCDEFG or XY ZST4) into the
Enter your new Password field, and press the <ENTER> key. The cursor remainsin
the same field, and the field name changes to the Re-enter your new password field.

4. Re-type your new password into the Re-enter your new Password field, and press the
<ENTER> key.

Note: The password for the PC SprintMail software on your computer now matches the
password at the SprintMail Host. Y ou will now be able to send tenant data to the
SprintMail Host. From this point, use the new password; you will no longer use “MTCS’
as a password.

5. From the SprintMail Information window, press the <F10> key. The new
password information is saved, and the Configuration Menu returns.
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CONFIGURATION HMENT

[F1] Help

[FZ] Hardware Information

[F3] SprintMail Information

[F4] ©Other Systems Information
[F5] Modem Information

[F&] User Preferences

[F?] SprintMail Post Information
[F&] Diagnostics

[F10] Exit to Prewvious Menu

Figure 45: Configuration Menu-Exit to Previous Menu Selection

6. From the Configuration Menu, pressthe <F10> key. The PC SprintMail Main

M enu returns.

Change the default password in PC SprintMail to match the SprintMail Host

passwor d
Actions Results
From the PC SprintMail Main Menu, The password in PC SprintMail is changed to
press the <F9> key. match the password at the SprintMail Host.

Press the <F3> key.

Select the Enter your new Password
field and type your new password into
the Enter your new Password field.
Pressthe <ENTER> key.

Re-type your new password into the Re-
enter your new Password field, and
pressthe <ENTER> key.

Press the <F10> key, twice.

3.5.3 Prepare Datato Send to MTCS

Datafiles need to be attached to the MTCS address prior to using PC SprintMail to send
the tenant data to the MTCS database viathe SprintMail Host. The following steps show
how to attach a copy of an existing datafile to the MTCS electronic address.

If using the FRS version 2.0, it is not necessary to prepare data to be sent to
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MTCS. The most current MTCS data file is automatically placed in the PC SprintMail
Outbox by the FRS. The Prepare Data to Send to MTCS part of this guide can be
skipped. Refer to the FRS User Guide for additiona information.

PC SPRIMNTMATL MATN MENTT

[F1l]
[Fz1
[F3]

Heln
Connect to SprintMail

Connect to Other Systems
Co mpose

HMes=zages

[FE] Electronic Filing System
[F&] Status Log
[F?] TWord Processaor
[F2] Ttilities
[F2] Conficaration
[F10] Exit o Operating System

Figure46. PC SprintMail Main Menu-Compose M essages Selection

1. Fromthe PC SprintMail Main Menu, press the <F4> key. The Compose
M essages M enu appears.

COMPOSE MESSAGES MENTT

[Fl]

Help

SprintMail Message

[F2] SprintMail Post Message
[F4] Preaddressed Form

[FE] Address Book Maintenance
[F10] Exit to Prewious Menu

Figure 47. Compose M essages M enu-SprintMail M essage Selection

2. From the Compose M essages M enu, press the <F2> key. The Compose A
SprintMail Message window appears.
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COMPOSE & SPRINTMATL MESSAGE

Figure48: Compose A SprintMail M essage Window

3. From the Compose A SprintMail M essage window, press the <F4> key. The
Address Book appears listing all available addresses.

COMPOSE
ADDERESS BOOE

Nickname

MTCE MTCE._NCES(REC)

[*1=

tinue F4=FPrint
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Figure49: Compose A SprintMail M essage Window-Address Book

4. Select the MTCS address and press the <F2> key. The Compose A SprintMail
M essage window returns, displaying the selected (MTCS) addressin the To field.

COMPOZE A SPRINTMATIL MESSAGE

From: TAOOL
]

IS MTCE  NCE (REC)

Figure50: Compose A SprintMail M essage Window

5. From the Compose A SprintMail M essage window, select the <F2> key. The

Create M essage Text menu appears.

CREATE MESSAGE TEXT

[F1] Help
[FZ] Create Text using Word Processor
[FZ] Create Text using a Form

Merge a Text File
[FE] Attach a Binary File
[F&] Attach a Binary File with Text
[F?] No Mes=sage Text
[F10] Exit to Prewious Screen

Figure51: Create Message Text Menu-Merge a Text File Selection
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6. From the Create Message Text menu, press the <F4> key. TheMerge A Text File
window appears.

MERGE A TEXT FILE

Driwve:
Path:
Filename:

FEZ=Continue Fa=Display Directory FlO0=Exit

Figure52: MergeA Text File Window

7. Typethefile name for the Form HUD-50058 data that you want to send to MTCS
into the Filename field. If you know the file name and enter it into the File Name
field, skip to step ten. If you do not know the name of the data file and need to search
for the file, continue to step eight.

Note: The Drive and Path fields default to C:\SPRMAIL. If the desired tenant datafileis
located under a different Drive/Path, enter the drive and path into the Drive and Path
fields.

8. If you do not know the name of the datafile, press the <F3> key. The Directory
window appears, where files under the specified directory are displayed.
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DIDECTORY OF C:\SPRMATLY

[T O v I 1}
| | | I | | | |

—_— e e e e e e

— e e e .
=
[

[N TR

[-x-1]

_H
b
B =
| I
L

[..1]

00002, asc

Fl=Help &elect choice using —«—t| Pglp Pgln kevys then press 4 | Enrer FloO=Ezit

Figure 53: Directory Window

9. Scroll through the file names with the up and down arrows on your computer’s
keyboard, highlight the desired tenant datafile, and press the <ENTER> key. The
Merge A Text File window returns with the selected file name displayed in the
Filename field.

MERGE & TEXT FILE

4\ SPEMATILY

Filensme: [ENep:ie

Fz=Continue F3=Display Directory FlO=Exit

Figure54: Merge A Text File Window

10. Press the <F2> key. Thefirst page of the tenant data file is displayed.
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COSPRMAILIO002 ASC
MHE4S00000Mar v1nd20155555555550917311997160004HUL  FRS20 07021997HelloWor 1
1000005555558585 TTITTIT?T S95r7 99259
200003 P
J00004100 NN
20000501 Jones Mary 10111923 FHENN11444555000
Z20000602Marx Julienne DOGZ61979FYENT112226644493
20000703 Marx Alexandrina X040119586FYECHN11042 103580
2000080494 Mar=x dardvardito FO4011957NYENN110623 60794
20000205Mar=x Josephinya JOS011883FYPVIN12
20001006Luckerdak Zaorzanobhia Q04071987 FFRPVIZ 1
20001107 Jones Al J10051953MAECH 11073051120
20001208Teotijuachanialapa Geraldine ROBZZ21898FATNIN11078051120
20001309Marx Frederick POBZ61970OMAECHNZ 2165227999
400005 000750240 j2nk
30001401G o0S500000000000000
30001501 003 600000000000000
100017215733722100000000101200000000010005009003 oooooooo00140124)3 0004
I= this the file wou want to send ? [Yes or MNo)

Figure55: Tenant Data File Window

Note: Only thefirst page of the selected datafileis displayed. Some data will be run
together without spaces. Thisisnormal.

11. Typetheletter “Y” if the data displayed is the data that you wish to send to MTCS.
The Compose Filing Options M enu appears.

Note: Typethe letter “N” if the displayed file is not the correct file. The Mergea Text
File window returns. To select and display another file, repeat steps eight through eleven.

COMFOSE FILING OPTICNS MENT

[F1] Help

in OUT BOE
[F3] File in HOLD EBOX
[F4] File in Other EBox
[F5] Encrypt/Compress
[F10] Exit / Cancel the Hessadge
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Figure56: Compose Filing Options Menu-Filein Out Box Selection

12. From the Compose Filing Options M enu, press the <F2> key. The previoudy
selected file is moved to the PC SprintMail Outbox and is ready to be sent to the
SprintMail Host, where the MTCS database can retrieve the tenant data record.

13. Press the <F10> key. The Compose Filing Options M enu closes, and the PC
SprintMail Main Menu returns.

Preparedatatosend toMTCS

Actions Results
From the PC SprintMail Main Menu, Tenant datais prepared to be sent to the
press the <F4> key. MTCS database.

Press the <F2> key.

Press the <F4> key.

Select the MTCS address, and press the
<F2> key.

Press the <F2> key.

Press the <F4> key.

Type the tenant file name into the
Filename field.

Press the <F2> key.

Typethe letter “Y”

Press the <F2> key.

Press the <F10> key.

3.5.4 Send tenant data from the PC SprintMail Outbox to the SprintMail
Host

Once the tenant data has been prepared by being placed into the PC SprintMail Outbox,
the tenant datais ready to be sent to the MTCS database via the SprintMail Host. The
following steps describe how to send tenant data from the PC SprintMail Outbox to the
SprintMail Host, where the MTCS database can then retrieve the data.

If using the FRS version 2.0, tenant data is automatically sent from the PC

SprintMail Outbox to the SprintMail Host when the Transmit Fileto MTCS
button is clicked from within the FRS Main Menu. The Send tenant data from the PC
SorintMail Outbox to the SprintMail Host part of this guide can be skipped. Refer to the
FRSUser Guide for additional information.
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FC SPRINTMAIL MATIN MENT

[F1] Heln

Connect to SprintMail
[F3] Connect to Other 3ysStems
[F4] Compose Messages
[F5] Electronic Filing 3ystem
[F&] Status Log
[F?] Word Processor
[FE] Utcilities
[F9] Configuration
[F10] Exit to Operating System

Figure57: PC SprintMail Main Menu-Connect to SprintMail Selection

1. Fromthe PC SprintMail Main Menu, press the <F2> key. The Connect To
SprintMail Menu appears.

CONMNECT T 3PREINTHMAIL MENT

[F1] Help

[FZ2] Interactiwve

[F3] Auto Send Now
[F4] Auto Eeceiwve Now

Auto Send and Receiwve Now
[Fa] Auto Send Later
[F?7] Auto Receiwve Later
[FG] Auto Z3end and Receiwve Later
[F10] E=xit to Prewiouz Menu

Figure58. Connect to SprintMail Menu-Auto Send and Receive Now Selection

2. From the Connect To SprintMail Menu, press the <F5> key. Y our computer dials
into the SprintMail Host and displays the SprintMail Host Connection window.

Note: The <F5> selection from the Connect to SprintMail Menu both sends tenant
datato the SprintMail Host and retrieves MTCS reports from the SprintMail Host. Itis
recommended that the <F5> selection be used whenever tenant data is sent so that any
existing reports from MTCS are retrieved into the PC SprintMail Inbox at the same time
that datais sent.
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3. After sending and/or receiving the last message, the SprintMail Host tells you that the
procedure is complete and disconnects. The tenant data has been sent, any existing
reports are received, and the PC SprintMail Main Menu returns.

Note: If password prompting isturned on for PC SprintMail, the Passwor d window
appears instead of the PC SprintMail Main Menu when the SprintMail Host

disconnects.
Send tenant data from the PC SprintMail Outbox to the SprintMail Host
Actions Results
From the PC SprintMail Main Menu, Tenant data is sent from the PC SprintMail
press the <F2> key. Outbox to the SprintMail Host, and any
Press the <F5> key. existing reports are retrieved.
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f'
D=l
3.6 Retrieve MTCS ReportsE >

[N\

'ﬂlllll

Data submitted to the MTCS database, either using PC SprintMail (viathe SprintMail
Host) or the Internet, is checked by the MTCS database to ensure its accuracy. After
checking the tenant data, the MTCS database creates severa reports that should be
retrieved by HAs. These reports can be retrieved by using PC SprintMail or the Internet,
and are available approximately one to three days after the original submission of the
tenant data. The following steps show how to retrieve MTCS reports from the SprintMail
Host.

If using the FRS version 2.0, click the Retrieve Error Filefrom MTCS E
button from the FRS Main Menu. PC SprintMail automatically opens, dias the
SprintMail Host, and logs into the SprintMail Host using the PC SprintMail Auto Receive
function, where reports are retrieved into your PC SprintMail Inbox. Additionally, the
Error Report (which displays errorsin tenant data submittal) can be viewed from within
the FRS. Refer to the FRS User Guide for additional information.

FC SPRINTMAIL MATIN MENT

[F1] Heln
Connect to SprintMail
[F3] Connect to Other 3ysStems
[F4] Compose Messages
[F5] Electronic Filing 3ystem
[F&] Status Log
[F?] Word Processor
[FE] Utcilities
[F9] Configuration
[F10] Exit to Operating System
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Figure59: PC SprintMail Main Menu-Connect to SprintMail Selection

1. Fromthe PC SprintMail Main Menu, press the <F2> key. The Connect To
SprintMail Menu appears.

CONMNECT TO ZPRINTHMAIL HMENT

[F1]
[Fa]
[F3]

[F3]
[F&l
[F7]
[F&]
[F10O]

Help
Interactive
Luto Send Mow

Luto BEeceiwve Now

Lduto Send and Receive Now
duto Send Later

duto BEeceiwve Later

Aduto Zend and Receive Later
Exit to Previous HMenu

Figure 60: Connect To SprintMail Menu-Auto Receive Now Selection

2. From the Connect To SprintMail Menu, press the <F4> key. Y our computer dials
into the SprintMail Host and displays the SprintMail Host Connection window.

3. After receiving the last report, the SprintMail Host tells you that the procedure is
complete and disconnects. The reports are placed into your PC SprintMail Inbox, and
the PC SprintMail Main Menu returns.

Note: If password prompting isturned on for PC SprintMail, the Password window
appears instead of the PC SprintMail Main Menu when the SprintMail Host

disconnects.

Retrieve MTCS Reports

Actions

Results

press the <F2> key.
Press the <F4> key.

From the PC SprintMail Main Menu,

SprintMail 1nbox.

Reports are retrieved and placed in the PC

3.7 View and Print Reports

Once files (reports) are retrieved from the MTCS Database via the SprintMail Host, these
files are placed into the PC SprintMail Inbox on your computer. The following steps
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show how to view and print reports located in the PC SprintMail 1nbox.

FC 3IPRINTHMAIL MATN MENU

[F1]
[Fe]
[F3]
[F4]
[F3]
[F&]

[F&]
[FZ2]
[F10]

Heln

Connect to SprintMail
Connect to Other Systems
Compose Messages
Electronic Filing 3vstem
dtatus Log

Word Frocessor

UTtilities

Configuration

Exit to Operating System

Figure61: PC SprintMail Main Menu-Word Processor Selection

1. Fromthe PC SprintMail Main Menu, press the <F7> key. The Word Processor

window appears.

Filename:

FZ=Continue

Figure 62: Word Processor Window

WMORD PR

2. Pressthe <F3> key. The Directory window appears.

1lay Directory

Fl0=Exit

62

06/10/99



Transmitting MTCS Data

OF C:4%3PRMAIL

[REJECTED . BOX]

Fl=Help Select choice usihg —«t ] PgUp Pghn keys then press 4! Enter Fi10=Exit

Figure 63: Directory Window-Inbox Selection

3. Scroll through the directories with the up and down arrows on your computer’s
keyboard, and highlight the IN.BOX. Pressthe <ENTER> key, and files currently in
the PC SprintMail Inbox are displayed.
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DIRECTORY OF C:%3IPRMALILYIN

[..]

00002, a5

Fl=Help 3Select choice using —w1t] PglUp Pgbhn keys then press 4+ Enter Fi10=Exit

Figure 64: Directory Window-File Selection

4. Using the up and down arrows on your computer’ s keyboard, highlight the file to be
viewed. Pressthe <ENTER> key, and the Word Processor window returns
displaying the selected file in the Filename field.

WORD FPRO

S SPEMAILY IN. BOXE
Filename: [HNIEEE

Fe=Continue Fi=Displavy Directory FlO=Exit

Figure 65: Word Processor Window

5. Pressthe <F2> key. Thefile (report) is displayed on your computer’ s screen.

6. Pressthe <F4> key, while the report is displayed on your computer’ s screen, and the
report is sent to your computer’s printer.
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3.7.1 Reports Definition
Error Report:

Error Reports contain detailed information about fatal errors that occurred in a
transmission of Form HUD-50058 datato MTCS. The report includes an error number,
an error message, and an error resolution message. The error message indicates the fatal
error and the error resolution message helps you determine how to resolve the error. The
report also includes information to determine the Form HUD-50058 in which the error
has occurred:

Field in error
Socia Security Number of the Head of the Household

First and last name of the Head of the Household
Project number

Error Analysis Report:

Error Analysis Reports contain statistical information about the fatal and warning errorsin
atransmission. The report separates the warning errors from the fatal errors and displays
the warning errorsfirst. The report includes:

Thefield that contained the error (included as the first number and letter in the error
code - Example: Error code = 10c1, the field from the Form HUD-50058 that
contained the error isfield 10c.)

The number of occurrences of each error
The percent of total errors

The error message(s)

One example of this error in the transmission

Rejected Format Report:

Rejected Format Reports include non-Form HUD-50058 files that were sent to MTCS.
Occasionally, HAs send files that do not contain Form HUD-50058 data, or send Form
HUD-50058 data in an improper format. MTCS cannot read files that do not follow the
proper format, and MTCS rejects these files. The Rejected Format Report provides a
reason why MTCS rejected the file and allows you to retrieve a sample of the rejected file.

Status:
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The Status Report contains statistics about the data in your most recent transmission. In
addition to the information contained in the Error Analysis Report, the Status report
(available only on the MTCS Web site) details the number of Form HUD-50058 records

HUD has received.

3.8 Archive Data

PC SprintMail allows you to save a copy of any existing file, either to a diskette or to any

other drive on your computer. This“archived” file can be used to backup important

tenant data and error files (reports). The following sample shows how to archive afileto

adiskette.

PC SFPRINTMAIL MALTN HMENT

[F1]
[F&]
[F3]
[F4]
[F5]
[F&]
[F7]

[F2]
[F10]

Help

Connect to SprintMail
Connect to Other 3ystems
Comwpose Messages
Electronic Filing System
Status Log

WMord Processor

Tcilities
Configuration
Exit to Operating System

Figure66: PC SprintMail Main Menu-Utilities Selection

1. Fromthe PC SprintMail Main Menu, press the <F8> key. The UtilitiesMenu

appears.
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TTILITIES MENT

[F1] Help

[FZ] Encrypt / Decrypt a File
[F3] Wiew a File

[F4] Print a File

[F5] ERename a File

[F&] Purge a File

[F&] Form Utilities
[F2] User Defined Applications
[F10] Exit to Frewvious Menn

Figure 67: Utilities Menu-Copy a File Selection

2. From the Utilities M enu, press the <F7> key. The Copy A File From: window
appears.

COPY 4 FILE FROM:

Filename:

FZz=Continue 3=Dizplay Directory F1lO0=Exit

Figure 68: Copy A File From: Window

3. Type the tenant data file name that you want to copy into the Filename field. If you
know the file name and enter it into the Filename field, skip to step six. If you do not
know the name of the tenant data file and need to search for the file, continue to step
four.

Note: The Drive and Path fields default to C:\SPRMAIL. If the desired tenant datafileis
located under a different Drive/Path, enter the drive and path into the Drive and Path
fields.

4. If you do not know the name of the tenant datafile, pressthe <F3> key. The
Directory window appears, where files under the specified directory are displayed.
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DIRECTORY OF CASPRRMAILWIUT . EC

[.-1

00002 asc

Fl=Help Select choice using —+t| PglUp Pgln kewys then press 4 |Enter FlO=Exit

Figure 69: Directory Window-File Selection

5. Scroll through the file names with the up and down arrows on your computer’s
keyboard, highlight the desired tenant datafile, and press the <ENTER> key. The
Copy A File From: window returns with the selected file name displayed in the
Filename field.

COFY 4 FILE FROM:

Drive:
ISR SPRMATLY OUT. BOX
Filensme:  Runegsis

Fz=Continue Fi=Display Directory FlO0=Exit

Figure 70: Copy A File From: Window

6. Pressthe <F2>key. The Copy A File To window appears.
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COPY &L FILE TO:

i&ﬁ!!!!llll

Fe=Continue Fi=Displavy Directory FlO=Exit

Figure 71: Copy A File To: Window

7. Insert adiskette into either the “A” or “B” drive (depending on which drive is your
computer’ s diskette drive.)

8. Type“A” or “B” (depending on which driveis your computer’s diskette drive) into
the Drive field.

9. Select the Filename field and type the desired name for the file copy being created.
Because the file is being archived from your computer’s hard drive to a floppy
diskette, the copied file name can be the same as the original file name.

10. From the Copy A File To: menu, press the <F2> key. The tenant file is copied to
diskette, and the Utilities M enu returns.

UTILITIES MENT

[F1] Help

[FZ] Encrypt / Decrypt a File
[F3] Wiew a File

[F4] Print a File

[F5] Eename a File

[FBE] Purge a File

[F?] Copvy a File

[F8] Form Ucilities

[F9] User Defined Applications

[F10] E=xit to Prewvious HMenu

Figure 72: Utilities Menu-Exit to Previous Menu Selection

11. From the Utilities M enu, press the <F10> key. The PC SprintMail Main Menu
returns.
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Archive Data

Actions Results
From the PC SprintMail Main Menu, A tenant datafileis archived (saved) on a
press the <F8> key. diskette.

Press the <F7> key.

Type the name of the tenant datafile
that you want to copy into the Filename
fied.

Press the <F2> key.

Insert a diskette into the diskette drive
of your computer.

Type either “A” or “B” (depending on
your computer’ s diskette drive) into the
Drivefidd.

Select the Filename field, and type the
desired name for the file copy being
created.

Press the <F2> key.

Press the <F10> key.

3.9 Maintain and Troubleshoot

PC SprintMail sends all files that have been placed in the Outbox to the SprintMail Host.
If the wrong tenant datafile is placed into the PC SprintMail Outbox accidentally, it may
be necessary to delete this file from the Outbox. Refer to the next part of this section,
Delete files from the Outbox.

The password at the SprintMail Host never needs to be changed. If, however, you decide
to change the SprintMail Host password, the Change SprintMail Host Password part of
this section lists the necessary steps. If the SprintMail Host password is changed, the PC
SprintMail password must also be changed to match the newly created SprintMail Host
password. Refer to the Change the default password in PC SprintMail to match the
SorintMail Host password part of the Send Data to MTCS section for steps to change the
PC SprintMail password.

SprintMail keeps track of attempted submissions of datain a Status Log. Because the
Status L og tracks submission information, viewing it is a good way to check the success
or failure of data submission. However, the Status Log, in time, fills up with information
that may no longer be required. Therefore, it may be desirable to delete the Status Log
periodicaly. Refer to the Check Status Log messages and Delete Status Log messages
parts of this section for instructions on viewing and deleting the Status L og.
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3.9.1 Delete files from the Outbox

PC SPRINTHMAIL MATN MENT

[F1] Help

[F2] Connect to 3printMail
[F3] Connect to Other Ivstems
[F2] Compozse HMessages

Electronic Filing 3vstemn
[F&] Statu=s Log
[F?] Word Processor
[FE] Utcilities
[F2] Configuration
[F10] Exit to Operating Svstemn

Figure73. PC SprintMail Main Menu-Electronic Filing System Selection

1. Fromthe PC SprintMail Main Menu, press the <F5> key. The Electronic Filing
System M enu appears.

ELECTRONIC FILING SY3ITEM MENT

[F1] Help
[F2] IN BOX

QOUT BOXE
[F4] SENT BOX
[F5] HOLD BOX
[Fe] REJECTED EBOX
[F?] SZelect Other EBox(es)
[FE] Box Utilities
[F10] Exit ta Prewvious HMenu

Figure 74. Electronic Filing System Menu-Out Box Selection

2. From the Electronic Filing System Menu, press the <F3> key. The Currently
Scanning: Out window appears, displaying all of the files currently in the Outbox.
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= SPRMAIL - EFS

e N s N N

CURRENTLY SCAMMING: OUT

Ta Jubject Date Time Jize

MTCE NCHRES)

[3PACE] =Tag/Untag [*]=Tag/Untag All [t11]= Scroll Llt-E=iddress Book (iLdd)
Read Modify Print File Purge Copy Answer Forward Detach

Figure 75: Currently Scanning Out Window

Scan Exit

3. Select thefileto delete by using the up and down arrows on your keyboard to
highlight the file.
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= SPRMAIL - EF5S

CURRENTLY SCANNING: OUT

Ta Subject Date Time SGize

M REC) 73
' MTCS HCIREC) 9-30-97  3:10pm 498

[SPACE] =Tag/Untag [*]=Tag/Untag All [t1]= Secroll Llt-B=Address Book [Add)
Fead HModify Print File Purge Copy Answer Forward Detach Scan Exit

Figure 76: Currently Scanning Out Window

4. Whilethefileis highlighted, press the <SPACE BAR> on your keyboard, and a check
mark appears to the |eft of the highlighted file.
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= SPRMAIL - EFS

Ak -

CURRENTLY SCANNIMNG: OOT
Ta Subject Date Time Size

Y MTCSHCSREC) 9-30-97  3:10pm 406

[SPACE] =Tag/Untag [*]=Tag/Untag All [t1]= Scroll ALlt-EB=Address Book [idd)
Help ERead Modify Print File Copy Answer Forward Detach Scan Exit

Figure 77: Currently Scanning Out Window-Purge Selection

5. Usetheleft and/or right arrow keys on your keyboard to highlight the word “Pur ge”
and pressthe <ENTER> key. The Message Selected for Purge window appears.

1 MESSAGE SELECTED FOR FURGE — ARE ¥OU SURE? (T/M)

No, Eeturn to Previous Screen

Tes, Purge Message

Figure 78: A Message Selected For Purge Window

6. Usethe down arrow key on your keyboard to highlight “Y es, Purge M essage,” and
press the <ENTER> key. The message (tenant datafile) is deleted from the Outbox,
and the Currently Scanning: Out window returns.
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= SPRMAIL - EF5S

CURRENTLY 3ICANNING: OUT
Ta Jubject Date Time dize

MTC ) 25-9
MTCE MCEHREC) S9-30-97 J:01pm a6

[3PACE] =Tag/Untag [*]=TagsUntag Lll [11]= Scroll Llt-F=hddress EBook [Aidd)
Help Read Modify Print File Purge Copy Answer Forward Detach Scan (39

Figure 79: Currently Scanning Out Window-Exit Selection

7. Usetheleft and/or right arrow keys on your keyboard to highlight the word “Exit,”
and press the <ENTER> key.

Deletefiles from the Outbox

Actions Results

From the PC SprintMail Main Menu, The selected file is purged (deleted) from the
press the <F5> key. PC SprintMail Outbox.

Press the <F3> key.

Select the file to be deleted, and press
the <SPACE BAR> on your keyboard
to place a check mark by thefile.
Highlight the word “Purge”’ and press
the <ENTER> key.

Select “Yes, Purge Message” and press

the <ENTER> key.
Select the word “Exit” and press the
<ENTER> key.

ZoN 75
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3.9.2 Change SprintMail Host password

FC SPRINTMAIL MATIN MENT

[F1] Heln

Connect to SprintMail
[F3] Connect to Other 3ysStems
[F4] Compose Messages
[F5] Electronic Filing 3ystem
[F&] Status Log
[F?] Word Processor
[FE] Utcilities
[F9] Configuration
[F10] Exit to Operating System

Figure 80: PC SprintMail Main Menu-Connect to SprintMail Selection

1. Fromthe PC SprintMail Main Menu, press the <F2> key. The Connect To
SprintMail Menu appears.

CONIMECT TO SPRINTHMATIL MENT

[F1] Help

Interactive
[F3] Auto Send Now
[F2] Auto EBEeceiwve Naow
[F5] Auto ZJend and Beceiwve DNaow
[F&] Auto 3Zend Later
[F?] Auto Eeceive Later
[F&] Auto 3Zend and Receiwe Later
[F10] Exit ta Prewious HMenu

Figure 81: Connect To SprintMail Menu-Interactive Selection

2. Pressthe <F2> key. PC SprintMail connects to the SprintMail Host and the
communi cations screens appears.

3. Type PASSKEY S at the Command? prompt, and press the <ENTER> key.
4. TypeY at the Change Password? Prompt, and press the <ENTER> key.

5. Typeyour old password at the Old Password prompt, and press the <ENTER> key.

N 76
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6. Type your new password at the New Password prompt, and press the <ENTER> key.
(The system does not display your password on the screen as you type it.)

7. At the Re-enter New password prompt, retype the new password exactly as you typed
itinstep 6. Pressthe <ENTER> key to verify your password. SprintMail accepts
your new password and the Change Personal 1D? prompt appears.

8. TypeN and pressthe <ENTER> key.

9. Pressthe <F10> key. A confirmation message appears asking if you want to
disconnect from the SprintMail Host.

10. Type Y to disconnect. PC SprintMail disconnects from the SprintMail Host and the
PC SprintMail Main Menu returns.

Note: After changing the SprintMail Host password, you must change the PC SprintMail
password to match the new SprintMail Host password. Refer to the Change the default
password in PC SprintMail to match the SorintMail Host password part of the Send Data
to MTCS section of this guide.

g

The password used for PC SprintMail and the SprintMail Host must be entered in
the Data Transmission portion of the FRS. Refer to the FRS User Guide for additiona
information.

3.9.3 Check Status Log messages

The Status Log tracks messages sent to and received from the SprintMail Host, and the
actions that have taken place. The Status Log can be checked to make sure tenant data
files that were sent have successfully reached the SprintMail Host. Additionaly, the
Status Log gives brief explanations for failed tenant data transmissions.

N 77
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FC SPRINTMAIL MATIN MENT

[F1] Heln

[FZ] Connect to SprintMail
[F3] Connect to Other 3ysStems
[F4] Compose Messages

[F5] Electronic Filing 3ystem

Atatus Log
[F?] Word Processor
[FB] Utilitie=
[F9] Configuration
[F10] Exit to Operating System

Figure82: PC SprintMail Main Menu-Status L og Selection

1. Fromthe PC SprintMail Main Menu, pressthe <F6> key. The Status L og Menu
appears.

ATATUS LoG MENT

[F1] Help

View Status Log
[F24] Print Status Log
[F2] Purge Status Log
[F1O0] Exit to Prewiouzs HMenu

Figure 83: StatusLog Menu-View Status L og Selection

2. From the Status Log Menu, pressthe <F2> key. The contents of the Status L og are
displayed.

Note: The Status Log is not available until at least one message has been either sent or
received through PC SprintMail.
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"% SPAMAIL - MENU

Fil=Help Pglp = Prewvious Page Pghn = Next Page 1] = Seroll FlO=Exit
Figure 84: StatusLog Window

3. From the Status L og window, press the <F10> key. The Status L og Menu returns.

3TATUOS LoG MENT

[F1] Help

[F2] Wiew Status Log
[F4] Print 3tatus Log
[F9] Purge Status Log

[F10] Exit to Prewvious

Figure 85: Status L og Menu-Exit to Previous Menu Selection

4. From the Status L og Menu, press the <F10> key. The PC SprintMail Main Menu
returns.

N 79
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FC SPRINTMAIL MATN MENT

[F2]
[F3]
[F4]
[F5]
[Fe]
[F7]
[F&]
[F2]
[F10O]

[F1] Help

Connect to SprintMail
Connect to Other Systens
Compose Messages
Electronic Filing System
Status Log

Word Processor

Ttilities

Configuration

Exit to Operating System

Figure86: PC SprintMail Main Menu

Check Status L og messages

Actions

Results

From the PC SprintMail Main Menu, The Status Log is viewed.
press the <F6> key.
Press the <F2> key.
Press the <F10> key, twice.

3.9.4 Print and Delete Status Log messages

FC SPRINTMAIL MATIN MENT

[F1]
[F2]
[F3]
[F4]
[F5]

[F7]
[Fa]
[F2]
[F10]

Heln

Connect to SprintMail
Connect to Other 3ystems
Compose Messages
Electronic Filing System
Atatus Log

Word Frocessor

UTtilities

Configuration

Exit to Operating System

Figure 87: PC SprintMail Main Menu-Status L og Selection

1. Fromthe PC SprintMail Main Menu, pressthe <F6> key. The Status L og Menu

aw
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appears.

3TATUS LOG MENT

[F1]
[FZ]

Help
Wiew Status Log

Frint 3tatus Log
Purge 3tatus Log
Exit to Previous Menu

[F2]
[F10]

Figure 88. StatusLog Menu-Print Status L og Selection

2. From the Status Log Menu, press the <F4> key. The Status Log is sent to your
printer.

STATUS LoOs MENT

[F10]

[F1] Help
[F2] Wiew Status Log
[F4] FPrint 3tatus Log

Purge 3tatus Log
Exit to Prewvious Menu

Figure 89: StatusL og Menu-Purge Status L og Selection

3. From the Status Log Menu, press the <F9> key. The Status L og Selected For
Purge-Are You Sure? message appears.
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STATUS LOG SELECTED FCOR PURGE - ARE ¥oOU SURE? [(Y/N)

Tes

2, Purge the 3tatus Log

Mo, BEeturn to Previouzs HMenu

Figure90: StatusLog Selected For Purge Window

4. Select Yes, Purgethe Status L og using the down arrow on your keyboard. Pressthe
<ENTER> key, and the Status Log is purged (deleted). The Status L og Menu

returns.

ATATUS LOG MENT

[F1] Help

[F2] Wiew S3tatus Log
[F4] Print Status Log
[F9] Purge Status Log

[F10] Exit to Prewious

Figure91: StatusLog Menu-Exit to Previous Menu Selection

5. Pressthe <F10> key. The PC SprintMail Main Menu returns.

Delete Status L og messages

Sdlect “Yes, Purgethe Status Log,”
and press the <ENTER> key.
Press the <F10> key.

Actions Results

From the PC SprintMail Main Menu, Status Log messages are deleted.
press the <F6> key.

Press the <F4> key.

Press the <F9> key.

06/10/99




Transmitting MTCS Data

3.9.5 Frequently Asked Questions

Q.
A

. Check the communications modem port.

Caller could not hear her modem dialing.

Caller reported she couldn’t transmit and the error message was “No Projects to
Send.”

In SprintMail for DOS, you must put a* by all files that you

want to send to HUD.

Caller tried to transmit data and received a message that no one was registered by that
name.

A. In Address Book Maintenance, the MTCS address was

incorrect. Caller corrected addressto MTCS.NCS(REC)

Caller wanted to know how to view what she just sent to MTCS. She was looking for
the names of the tenants that she sent.

Look in the SENT box of the Electronic Filing System, selected from the PC
SprintMail Main Menu. Records can be viewed and printed from here.
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